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E-Mailing from IVEE

Steps to take:

Modify User Roles (if needed) to allow access to set up email

Vendor Maintenance —add PO e-mail address

Employee Maintenance — must have e-mail address

Security > User Security — must have employee name selected
Printing Purchase Orders — check the e-mail boxes as needed

vk wnN e

You can also bring up reports or listings and e-mail them directly to staff using the email

button!
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Step 1:

In order for users to enable the email functions within Enterprise, someone must be able to access the Security
Module. To allow your users to utilize the Security icon, your User Roles will need to be modified. This is only
required for the initial setup for using e-mail and does not need to be given to everyone.

From within Visions Administration, select User Roles from your entity, and open the user role that requires
modification.

You will need to expand Security and Workflow Configuration.

%3 Edit User Role X|

Buole Information  Maodule Restrictions |

v Hide iternz with no access from user's menu?
_
.

+ ﬂ WiarehoLise ;I
ﬂ General Fised Assets

* ﬂ Receivables

=
m ser Security

ﬂ Access Log

: ﬂ Workflow Configuration
E Feparts

B Database Utilties

E]--m Bar Code Scanning

E]--m Time Card Interface
[
[+
[+

]--ﬂ Maricopa County Custom Code
]--m Client Support D atabaze
]--m Substitute Interface

I~ Clase thiz dislag after update? oK Cancel Help

You will need to allow Full Access to Email Settings and Email Alerts to set up your email use.

"3 £ dit User Role X|

Fiole Information  Module Restrictions |

¥ Hide items with no access from user's menu?

-] Approver Accounts ;I
ﬂ Reaszign Approwver

[T P&R approval Templates

E PAR Appravers

{7 PR Approver Accounts

G Reazzign PAR Approvers

ﬂ PAR Security Roles

ﬂ PAR Security

-5 Transaction Journal Entry Approvers

- Email Alerts.
ﬂ Emplayee Pe Read Only Access
-7 Vendar Portz Mo Access
E Partal Default Settings
[ User Defined Fields =l

I~ Close this dizlog after update? oK Cancel | Help |
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Step 2:

In Purchasing & Payables > Vendors > Vendor Maintenance make sure to enter the PO Email. This is the email

used when sending PO’s from IVEE.

my. Edit Yendor

I Ackions

X|

|81 20| % 8§ 88 |1+ ' 6w K| 10 <

rH | BE B A

>

Primary Addresses | Additional Remittance Addresses |

— Order Information

Mame: I.&EE SCHOOL SUPPLY IMC
Street: I 2920 OLD TREE DRIVE
|
City: | LAMCASTER
State: | P4 Zip: | 17603
Phone:  |(S00)6B94222 Ext | 0 Faw | (B00p933-2987
LContact: I
Email I customerservice@aboschoolsupply. com
PO Email: I orders@abcschoolzupply. com

— Remittance Infarmation

Mame: IAEE SCHOOL SUPPLY INC
Street: I 2920 OLD TREE DRIVE
|
City: | LAMCASTER
State: | P4 Zip: [17603
Phone:  |(800)6694222 Ext | 0 Faw [(so0p93a-2987
Contact: ||
Email: I customerzervice@abczchoolzupply. com

General Information |1IZIEIEI Infarmation | Yendar Terms I E Procurement Infarmation I User Defined Figlds I

Mumber [Code]: |524BE| LCustamer Aot I W active I UseTax [ PR Vendor
FY'TD Balance: I 4000 web Site: IWWW.AEESEHDDLSUF‘F‘LY.EDM
Medicaid Class: I j [ w9 Received
Cormrments:
PO Mote:
14| 4 | Made: Edit - Record 1 af 1 2 IHI [T Close this dislog after update? ok Catcel Help
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Step 3:

In Payroll > Employees > Employee Maintenance enter an email address for your employees. While it would be more beneficial in the long run to
have an email address for all your employees, for the purpose of Purchasing & Payables you only need it for your Originators.

. Edit Employee Master il

I Aetion |

Employes 5election
|7Emplnyee|[l: IG,-‘.‘-,?BH:IEI Prefix: II'-.-1F|S First: IF'E,E'-,HL Middle: |E Lazt: | GATES Eeneratiun:l

General [nformation | Dates [ Demographics I

— General Information

; [ I | Payroll Check Archi
Badge ID: [ Social Secuity Number [ 187831411 2 . I|:| r fEE. e W
| fikLat
State |0: I lﬁ‘: . B s
; ki l|| Status: |Ina|:tive ;I
Mailing i : Bl _ :
Address: IEEE‘E i Deg ot i 4] Eg}i;ﬁ;‘? |Eafetena ;I
‘ | Gender: arital Status:
IMariu:u:upa I.-'-‘-Z |8523E“:||:":":I LI o [+ Female [T Single
Street I 4041 M. Central [ Male v Maried
Addrezs: :
I Suite 1700 Email Address: I pgates@mpdistict. com
IF'hn:leni:-: I.-'-‘-Z IE‘E':I12 LI Check Location: |Distriu:t ffice | ;I
Frirnary Job Title: IEIassified Cafeteria d Template: I ;I
LComments;

Mize. Info #3: 0 Hame FPhare: I[E:Dz].a‘l 74623 | Urlisted

wiork Phone: I [B02)-372-4833  Est I 1]

Cell Phone: I f o) wn

14] 4] Mode: Edit- Record 1 of 1 T | e Sl i e e e |
[T Process employee setup wizand? =

Cancel | Help
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Step 4:

In Security > User Security you will need to link your users to their appropriate employee record in IVEE. You do
this by using the drop-down box and selecting the matching employee for each user.

iy, Edit User Security il

IJzer Information

zer D |pgates

Mame: |F'ear| E. Gates

P & P Security Dptions |F‘E Security Options | Restrictions | Azsigned Accounts | Emp. Maint. Options | WWH Access | Lvailable DACE |

PO Approval Limit: I $10000.00 | Dveride Signature
Irwoice Over PO Limi. | 2.0000% Signature Name: [Business Manager =

i Limnit ko expense accountz on reguisitions and
inwoices:

[ Lirnit ko wser's cwn requisitionsfnvoices
[ Allow signature printing on purchase orders
[~ &llow sighature printing on checks

[~ Allows invoice payments without purchase orders

r Allow uzer to unpost & voucher that already
haz checks written
[~ Allow P & P central site user to overide approval process

[~ allow reprinting of checks

DAL IDiStfi':t Dffice] ;I Employee: IG.&TES, FEARLE ;I
14| 4 |Mode: Edit - Recard 1 af 1 [ 3 I ] I ™| Eloge this dialog after update?.
] LCancel | Help |
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Step 5:

When printing out POs you can now use the options “Email Originator” and “Email Vendor Copy”. The Entity

Copy of the PO will be e-mailed to the originator and the Vendor Copy of the PO will be e-mailed to the vendor.

Only the remaining copies of the PO will print (i.e. the “File” and “Receiving” copy).

M. Print Purchase Orders

I Actions

X|

‘El i”%? 4 |!ﬁ|>*§@”?£| 4 4 FRecordof 95

ru BE BN EE

»

— Filter Criteria

|m|

B2

Apply Selection
Clear Selection |

Purchase Orders

Select || Printed | PO Humber Heq Mumber |¥endor Yendor Email Address

N [l Yes 106 | MOHAVE EDUCATIONAL SER'| ckellyisizchools.maricopa.gow | District Offic
T |¥es E!F 104 | WALLEY PUMP & MACHIME Diizkrict Offic
T [4es a5 105| CMFA Diztrict Offic
T |es i la] 102 | PLATIMURM PLUS FOR BUSIME Diiztrict Offic
[ Tes 94 103 | Patricia Elair Diiztrict Offic
T |es 93 101 | CASA GRAMDE DISPATCH Diiztrict Offic
T |¥es 92 100| THOMPSOM SAFE, LOCK. & KE Diztrict Offic
I ez 91 33| Sharon Rozsiek Dristrict Offic
T |¥es a0 93| THE PAREMT IMSTITUTE Diizkrict Offic
T [4es a3 A7 | OFFICE DEPOT CRCOOMMELLEOFFICEDER | District Offic
- Mo a8 96 | Mew Hanizons Cabling Drigtrict OFfic =
. Mt o7 AF | ~rra—en CAiimmbimin ©mriimmn Miiakreimk CTFF~
<] | _*If
- Copiez O ptionz
File: I—-” Receiving: I—-I [T Collate Copies [~ Taw i Freight on Yendar Copy
[~ Biint Signature [~ Quantity on Receiving Copy
Ll I ! Entiy: I ! v Email Qiiginator  [# Email Yendor Copy

Ok LCancel

Help
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E-mailing Reports in IVEE

Any report that prints in the IVEE Report Viewer now has two e-mail buttons in the toolbar. The first button, the
one with an envelope and paperclip, is used when you want to email a single report to someone. The second
button, with the envelope and several “letters” behind it, is used when you want to send every report currently
in the report viewer to someone.

i Enterprise Edition - Report Yiewer - [Vendor Totals Report] e | |:|| Xl
]_—‘d File Export window Help _I- _IE ﬁl‘
u - =k e
chaek HODE I E| M| €
_|®|M|DE||@\@\|W” j|‘h .I”4 |Q Back &2 Fonward
(] — 1 . S I WS A I EERER—
MARICOPA TRAINING #999
Vendor Totals Vendor: Al
: Fiscal Year: 2007-2008 Paid Amourts Starting
i “Yendor Mumber  Mame Of Yendor (Order) POz Maon POs Encumbrance FYTD Balance
: ACE Hatcware 85525 0o 145212 0.00
54393 ALLIAMCE BOOK COMP ANY 000 oo o0o 2E45 77
= ALTERMATIVE AR 10,864 64 oo o0o ono
2154 AMERIC &AM EXPRESS 0.00 .o 0.00 142628
é Amsterdam Printing 6559 oo oaoo ono
52403 ARIZONL, ASSOCIATION OF SCHOOL 250.00 0.oo 0.00 ono
BUSIMESS © [
ARIZONL DEPARTMENT OF PUBLIC 500.00 0.oo 0.00 ono
& SAFETY
A 1420 ARIZONA PUBLIC SERVICE 256500 oo 19,712.00 2.380.00
- 1430 ARIZONA REPUBLICPHY GAFETTE B36.38 oo ooo ono
? 1450 ARIZONL SCHOOL ADMIMISTRATORS 445,00 0.0 235,00 0.00
1460 ARIZONE SCHOOL BOARDS ASSOC 307200 oo ooo 814 .50
_ 52109 ARIZONS, SCHOOL RISK RE TEMTION 0.00 0.oo 0.00 962000
TRUST, INC
0901 ARIZONL STATE RETIREMEMT 0.00 0.0 0.00 E.220.32
- 50902 ARIZONE STATE RETIREMENT LOMNG 0.00 0.oo oaoo 29302
s TERM DISAB
) 2354 ASAP SOF TWARE 6013 0.0 0.00 0.00
- 52031 ASBAITINSURAMCE 2665 B3 oo 2319020 12054 56
= LT vk &SPIR non Ann non 11734 &R e
| | 9
| Ready | Group: MCTrain2Fr0708 | Fy: 2008 | i
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When e-mailing a report a basic email form pops up. The “To” and “CC” boxes contain drop-down information
for any employees with e-mail addresses. If you need to select more than one employee you can manually type

their email address into either field and separate them with a semicolon (“;”).

. Email Message

] b FR

Te: I rimartint@schools. maricopa.goy; pgates@mydistict. com ;I
EE | =]
Subject: I"-."'end-:ur Totalz Report Printed on; 11642008 by mmartin

Message: Good Morming!

Here are some nice reports to get pou started for the day...

Hike]

— Aittachments

M:%Program Filezhlnfinite Yizsionz Enterprize EditionsReport from mmartin . FOF

Send Cancel

Help
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This document originally compiled by Lupe Bandin @ Tolleson Union High School District #214. It has been
recreated and slightly modified by Mike Martinez due to some problems with scanning the original document.
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